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The items listed below are trainings sessions that are currently offered by the Human Resources 
Institute.  To register for a class listed below, search the title of the class in the Training Information 
System (TIS).

Communication Skills 2 hours
Learn the tools to become a better communicator.

Identify the types of communication

Understand the concept of effective communication

Understand and apply the “5 Keys of Effective Communication”

Understand and prevent barriers to effective communication

Identify effective communication tools and when to use them

Conflict Resolution 2 hours
Learn how to identify the problem and work toward a solution.

Define conflict resolution skills

Understand how to determine “WHAT” conflict to address

Understand “IF” you should address the conflict

Identify and develop your conflict resolution skills

Utilize the 12 critical skills of conflict resolution

Public Speaking 2 hours
Build your leadership skills and confidence. 

Overcome the fear of public speaking

Identify the 7 steps to public speaking  

Develop strategies and tools to prepare for your speech 

Understand how to handle difficult participants 

Present a topic using the tools of public speaking
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Cultural Competence 2 hours
Understand how cultural competence makes us all better in the workplace.

Identify the skill necessary for engaging in a culturally competent manner when dealing 

with diverse individuals and groups.

Identify barriers to cultural competence and opportunities to strengthen one’s own cultural 

perspective.

Increase DDS employees’ capacity (awareness, knowledge and skills) to effectively address 

cultural differences and communication when cultural factors may be influencing 

interpersonal dynamics.

Managing Your Own Performance                              2 hours
Learn the tools to help you become more productive and a top performer at work.

Gain control of work habits and work structure

Pinpoint and pursue real priorities at work

Manage multiple tasks and concurrent deadlines

Deal effectively with conflicting and competing demands

Maintain strong positive working relationships

Establish solid defenses against stressors

Meeting Facilitation                              2 hours
Facilitating a meeting can be stressful. Learn some tips to help ease the pain.

Understand steps to plan, facilitate, and follow-up with your meetings 

Maximize the return on your time spent in meetings

Understand key facilitation strategies to lead effective meetings 
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Customer Care Excellence 1 hour/5 weeks

This cohort takes place over 5 weeks. Each Act is 1 hour in length and are approximately one 
week apart.  This allows the participants to practice the principles learned in the previous 
session.

Act I: Curtain Up!

Differentiate Customer Care vs. Customer Service
A deeper look into “self”
Understanding the customer’s perception of DDS

Act II: Enter Stage Left!

Understand the three major components of communication
Identify and manage self and customer anger

Act III: Are You Listening to Your Audience?

Differentiate between hearing and listening
Identify barriers to listening

Act IV: Cast Member Customers!

Distinguish between internal and external customers
Introduce the concept of setting boundaries

Act V: Curtain Call!

Identify your stress inducers
Avoiding and managing stress
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Developing a Career Path 2 hour
Find out how to create the career path for your future.

What is a Career Path?

Charting the Course

7 Steps to an Effective Career Plan

Let your resume work for you

Get the Facts: AWOL, LWOP, FMLA, & PFL 2 hour
Learn all the details about your work leave options.

Understand the facts on (AWOL) & (LWOP) 

Understand the difference  between AWOL & LWOP 

Understand the facts on (FMLA) & (PFL)

Understand when to appropriately apply time coding for AWOL, LWOP, FMLA & PFL

Managing Workplace Emotions, Attitudes and Stress 2 hour
Learn the best way to manage your emotions and stress in the workplace.

Understand the balance between attitude and emotion

Generate positive emotions at work

Understand the difference between Emotional Labor and Emotional Intelligence

Identify and manage workplace stress and stressors

Safety in the Workplace and Community 2 hour
Learn how to keep yourself and your colleagues safe at work.

Explain the significance of maintaining employee safety 

Identify the role ethics plays in safety

Assess current personal safety plans and design new plans by integrating techniques 

introduced
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Sexual Harassment 2 hour
Find out what’s acceptable and what’s NOT in the workplace.

Be able to state, explain, and give relevant examples of Federal and District EEO laws 

regarding sexual harassment

Be able to discuss types of sexual harassment prohibited by law and discussed in Mayor’s 

Order 2017-313

Understand and comply with procedures for reporting incidents of sexual harassment with 

the Sexual Harassment Officer, agency manager, agency supervisor, DCHR and filing legal 

complaints of sexual harassment with OHR

Understand the importance of professional workplace decorum and its relationship to 

sexual harassment in the workplace

True Colors 2 hour
Learn how to use True Colors to understand personalities in and out of work.

Identify your True Colors Spectrum

Discuss your awareness of your needs and values

How we view and understand ourselves and others

How we value and appreciate our differences

Appreciate others through their True Colors

What’s My Communication Style? 1 hour
Understanding your communication style can help you understand others as well.

Understand how communication impacts our relationships with others

Learn about the different types of communication

Identify personal communication style

Understand the four communication styles

Discover a quick way to identify the styles of others
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Working in a Person Centered Way 2 hour
Learn how working in a person centered way can improve your teams’ overall performance.

Understand the current reality between employee vs. management 

Understand the importance of important to and important for

Understand how person centered efforts play a role in employee 

performance

Determining employee strengths and values

Identify working styles and ways learning is accomplished

Person Centered Thinking - Day 1 & Day 2 2 days/
8 hours ea.

Person Centered Thinking is a two day workshop of instructor led training, focused on 

changing perspectives from caring for people to providing balanced support between what 

is important to a person and what is important for a person. The two interactive days help 

participants change their thinking from a priority of fixing what is wrong with a person to 

supporting each person’s opportunities to share their gifts and live an everyday life. 

In addition to the core PCT concepts, this course will help:

1. Differentiate between Person-Centered Thinking and traditional approaches

2. Describe using person-centered process as way to empower people to maintain or gain 
positive control over the life they choose

3. Describe and practice concrete, practical strategies for exemplify PCT in the process of 
facilitating discovery conversations and management

4. Describe and practice methods for documentation of natural and paid supports, goals, 
strengths, important to/for and the balance between

5. Write a person-centered description and one-page profile
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PCT Phase II
Modules 1-12

6 sessions
2 hours ea.

Balancing what is important to people with what is important for them can be hard work 

and often involves a team of supporters. This training will explain which PCT tools are 

required to be used for each person you support and will offer opportunities to continue 

practicing using the tools to help people get better lives. This is the next step in becoming a 

true PCT Champion.

**You must take the trainings in chronological order to receive credit.**

Working Effectively with Deaf Colleagues 1 hour
Learn how to support your deaf colleagues and how they can help support you.

Improving daily communications and interactions with deaf colleagues

Understanding Inclusion & Etiquette

Determining, requesting and using interpreting services

Being aware of additional Communication Options

Writing Your Resume for DC Government Jobs 1 hour
Learn some of the latest writing techniques to help your resume move to the top of the list.

DC Government jobs are competitive, so by staying up to 
date with current best practices, you may be able to get 
that interview and get that job!

Training discussion topics will include:
Finding and Understanding Job Opportunities 
Are You A Match? - Personal Assessment/Skills
How to Use Keywords and Action Verbs
Writing your Resume
Applying for the Job

Alternative Work Schedule (AWS) Policy Training 1 hour
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Learn about all the alternative work schedule options available to DDS employees.

All employees who wish to work an alternative work schedule 
(both compressed and flexible) or teleworking are required to 
attend training on the DDS AWS and Telework Policy.

Training discussion topics will include:

Understanding the different types of AWS
DDS AWS and Telework Policy
Qualifications for approval
Application forms

Language Access Refresher Training 1 hour

Learn about the resources available, the responsibilities of DDS employees under the law, 
and get all your questions answered.  

Have you ever had an intake arrive but they only speak Spanish? 
What if the medical documentation you received is in a written 
language other than English? 

Whether you are a member of the public or a District employee, this
training is where you can find resources to help you understand our 
residents’ language access rights and our responsibilities.

Background: Under the Language Access Act of 2004 DDS and its 
administrations have major contact with the public and all staff 
members in public contact positions must attend Language Access Training about our obligations 
when serving limited-English proficient or non- English proficient (“LEP/NEP”) customers under the 
Act and on the use of professional and qualified multilingual telephonic interpretation services and 
how to appropriately direct LEP/NEP customers to such services.
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Management Trainings

Change Management 2 hour
Learn how to manage your staff through a change effort.

Understand the concept of effective change management

Identify the steps of change management 

Understand and apply the 6 Steps of Effective Change Management

Identify the steps and develop a Business Case for Change

Understand and prevent barriers to effective Change Management

Evaluate the change process to ensure it was successful

Developing a Management Style of Trust 2 hour
Learn the pitfalls of micro-management and how to avoid them.

Understand way micro- management is mismanagement

Learn the clear signs of when you are micromanaging your staff

Identify the five pitfalls of micro management

Identify your micro-management habits and how to put a stop to them

Ways to Improve Employee Morale 2 hour
Understand and learn new ways to improve morale in your unit.

Understand the concept of employee morale

Understand the role the Supervisor plays in morale 

Identify determining factors of morale

Understand and apply morale boosting practices 

Understand and prevent poor morale habits 

Identify effective morale tools and when to use them
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How to Develop S.M.A.R.T Goals 2 hour
Learn how to write effective S.M.A.R.T. Goals

Definition of Performance Management

DPM – Chapter 14

Performance Management Cycle

Performance Management Phases

Elements of an Effective Performance Plan

Competencies

Core Competencies 

How to Develop S.M.A.R.T. Goals

S.M.A.R.T. Goal Exercise 

Individual Develop Plan (IDP) Overview

Supervising in a Person Centered Way 2 hour
Supervising in a Person Centered Way using PCO skills.

Understand the importance of important to and important for 

Understand how Supervision plays a role in employee performance

Determining employee strengths and values

Understand Situational/ Deliberate Supervision
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Managing Employee Performance 2 hour
Managing Employee Performance during a Performance Cycle

Understand Performance Management 

The purpose of Performance Management

Understand your role in managing employee performance.

Implement the performance management cycle -  plan, manage, and evaluate employee 

performance

Develop a performance plan for each of your staff

Prevent and manage poor performance

Evaluate staff performance in a fair and equitable manner

Performance Management 2 hour
Preparing for the Performance Management process.

Performance Management Phases

Planning Performance

Performance Management Plan

How to Develop a Performance Plan

Understand S.M.A.R.T. Goals

How to Provide Feedback

FLMA Training for Managers 1 hour
Learn What You Need to Know about DCFMLA and Paid Family Leave (PFL).

This training will inform managers of the policies and procedures of FMLA 

and paid family leave (PFL).  You will also learn the responsibilities of both 

the manager and employee as it pertains to applying, approval and use of 

these programs.



NOTE:
All participants must pre-register;
No one is admitted to the training session 15 minutes after training begins.
If additional accommodations are needed to participate fully in this DDS event, please contact the DDS 
Training Institute at 202-730-1535. Please allow one week to arrange the accommodation.

For more information, email: dds.training@dc.gov TIS: https://dda.dc.gov/Training/Login
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Training Request Form
Please provide the following information below to schedule a training course with 

the DDS Training Institute. Upon completion, email this form to dds.training@dc.gov.

Requestor’s Name: _________________________________________________________________________

Name of Training: ___________________________________________________________________________

Training Date(s): ____________________________________________________________________________

Alternative Date(s):_________________________________________________________________________

Room Location: ______________________________________________________________________________

Room Setup Style: ___________________________________________________________________________

Time of Training: ___________________________________________________________________________

Number of Attendees: _________________________________

Please indicate the intended audience.  (Please check the appropriate box)  

☐☐ DDA    ☐ RSA    ☐ DDD   ☐ DDS    ☐ Provider Community    ☐ Other_____________________

Will the training be by INVITATION ONLY? ☐  YES    ☐ NO

Is the training MANDATORY? (Please check appropriate box)    ☐  YES    ☐ NO

Equipment: ☐  Projector   ☐ Laptop    ☐  Speakers   ☐ Flip Chart Paper    

Food/Refreshments:  ☐ YES    ☐ NO   (If yes, you will be responsible for clean-up)           
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VOCATIONAL REHABILITATION COUNSELORS FY24  

  

Supported Employment / Evidence-Based – Unit 1   

Supervisor: Ifeoma Muoka (CRC)  

Total Number of Consumers in the Unit  565 

Average Caseload Size  113  

  

General VR – Unit 2   

Supervisor: Gladis Gonzalez Edwards  

  Total Number of Consumers in the Unit  349 

  Average Caseload Size  87.5 

  

General VR – Unit 3   

Supervisor: Enjouli McGoogan  

Total Number of Consumers in the Unit  688 

Average Caseload Size  115  

  

General VR – Unit 4   

Supervisor: Christina Mobley  

  Total Number of Consumers in the Unit  385 

  Average Caseload Size  128.3  

  

General VR – Sensory Unit: Blind/Visually Impaired & Deaf/Hard of Hearing  

Supervisor: Damon Johnson (CRC)  

  Total Number of Consumers in the Unit  370 

  Average Caseload Size  92.5 

  

Transition – Unit 1   



Supervisor: Damian Johnson (CRC)  

  Caseload Size  Pre-ETS Only  VR Cases  

Total Number of 
Consumers in the Unit  

1372 457 915 

Average Caseload Size  229  76.1  152.5  

  

Transition – Unit 2   

Supervisor: Shaquawna Holloway  

  Caseload Size  Pre-ETS Only  VR Cases  

Total Number of Consumers 
in the Unit  

1323 340 983 

Average Caseload Size  220.5  57  164  

  

  

  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

  



VOCATIONAL REHABILITATION COUNSELORS  

FY25  

  

Supported Employment / Evidence-Based – Unit 1   

Supervisor: Ifeoma Muoka (CRC)  

Total Number of Consumers in the Unit  534 

Average Caseload Size (5 VRCs) 106 

  

General VR – Unit 2   

Supervisor: Gladis Gonzalez Edwards  

  Total Number of Consumers in the Unit  354 

  Average Caseload Size (4 VRCs) 88 

  

General VR – Unit 3   

Supervisor: Enjouli McGoogan  

Total Number of Consumers in the Unit  472 

Average Caseload Size  (5VRCs) 94 

  

General VR – Unit 4   

Supervisor: Christina Mobley  

Total Number of Consumers in the Unit  232 

Average Caseload Size (2 VRCs) 116 

  

General VR – Sensory Unit: Blind/Visually Impaired & Deaf/Hard of Hearing  

Supervisor: Damon Johnson (CRC)  

Total Number of Consumers in the Unit  304 

Average Caseload Size  (4 VRCs) 76 

  

 



Transition – Unit 1   Supervisor: Damian Johnson (CRC)   
   Caseload Size   Pre-ETS Only   VR Cases   
Total Number of 
Consumers in the Unit   

979  551  428 

Average Caseload Size 
(6 VRCs)   

163  91  71 

   
Transition – Unit 2    
Supervisor: Shaquawna Holloway   

   Caseload Size   Pre-ETS Only    VR Cases   
Total Number of 
Consumers in the Unit   

1027  418  609 

Average Caseload Size 
(6 VRCs)   

171 69 101 

 
 

 

  



VOCATIONAL REHABILITATION COUNSELORS FY26 (YTD) 

  

Supported Employment / Evidence-Based – Unit 1   

Supervisor: Ifeoma Muoka (CRC)  

Total Number of Consumers in the Unit  493 

Average Caseload Size (4 VRCs) 123 

  

General VR – Unit 2   

Supervisor: Gladis Gonzalez Edwards  

  Total Number of Consumers in the Unit  301 

  Average Caseload Size (3VRCs) 100 

  

General VR – Unit 3   

Supervisor: Enjouli McGoogan  

Total Number of Consumers in the Unit  416 

Average Caseload Size (5VRCs) 83 

  

General VR – Unit 4   

Supervisor: Christina Mobley  

  Total Number of Consumers in the Unit  207 

  Average Caseload Size (2VRCs)  103 

  

General VR – Sensory Unit: Blind/Visually Impaired & Deaf/Hard of Hearing  

Supervisor: Damon Johnson (CRC)  

  Total Number of Consumers in the Unit  270 

  Average Caseload Size (4 VRC) 67 

  

Transition – Unit 1   

Supervisor: Damian Johnson (CRC)  



  Caseload Size  Pre-ETS Only  VR Cases  

Total Number of 
Consumers in the Unit  

1151 542 609 

Average Caseload 
Size (5VRCs) 

230.2 108.4 121.8 

  

Transition – Unit 2   

Supervisor: Shaquawna Holloway  

  Caseload Size  Pre-ETS Only  VR Cases  

Total Number of 
Consumers in the Unit  

1220 451 769 

Average Caseload 
Size (6VRCs) 

203.3 75.1 128.2 

  

  

  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

  



 


